
 
DEPARTMENT OF MENTAL HEALTH AND ADDICTION SERVICES 

JOB OPPORTUNITY 

ADMINISTRATIVE ASSISTANT 
 

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE! 

 

Open To:  The Public (See Eligibility Requirements Below) 

 

Location:  CT Valley Hospital ~ Administrative Support Services Division ~ Executive Suite 

 

Job Posting No:  CV-87992 

 

Hours:  Monday through Friday ~ 8:00 a.m. to 4:30 p.m. ~ 40 hours per week 

 

Salary Range:  $50,838 to $65,788 Annually 

Closing Date:  December 12, 2013  

 

Eligibility Requirement: Candidates must have applied for and passed the Administrative Assistant exam and be on the current 

certification list promulgated by the Department of Administrative Services for this classification.  State employees currently holding the 

above title or those who have previously attained permanent status may apply for lateral transfer.  Applicants will not have the 

opportunity to take the exam prior to the above closing date to qualify for this particular vacancy. 

Duties include: This position is the Administrative Support for the Chief of Professional Services and the Chief Operating Officer all 

housed in the Executive suite of CT Valley Hospital.  This position also assists the Executive Secretary when needed.  Researches and 

assembles information from a variety of sources and prepares statistical and/or narrative reports; analyzes information and may make 

recommendations; Acts for manager by interpreting established policies and procedures, etc.; troubleshoots by relieving manager of as 

much administrative detail as possible; acts for and regularly makes decisions in manager's absence (within prescribed limits of 

authority). Screens letters, memos, reports and other materials to determine action required; may make recommendations to 

supervisor; Arranges and coordinates meetings (including space and equipment); researches, assembles and coordinates meeting 

materials (e.g. charts, graphs, reports); writes minutes of meetings, lectures, conferences, etc. from rough draft; takes notes using 

shorthand, speedwriting or machine transcription; prepares expense accounts; makes travel arrangements; Authorizes purchases and 

payments (within prescribed limits of authority); develops input and prepares documentation for office and/or department budget; 

coordinates budget control and monitoring; develops office and/or department procedural manuals; assists in interviewing and hiring 

office support staff; trains office support staff; may supervise office support staff; performs related duties as required. 

Knowledge, Skills and Abilities: Considerable knowledge of office administration and management; considerable knowledge of 

department and/or unit policies and procedures; considerable knowledge of proper grammar, punctuation and spelling; considerable 

knowledge of business communications; knowledge of business math; considerable interpersonal skills; ability to operate office 

equipment which includes personal computers and other electronic equipment; ability to operate office suite software; ability to take 

notes (shorthand, speedwriting or other method acceptable to manager). 

 

General Experience: Four (4) years' experience above the routine clerk level in office support or secretarial work. 

 

Special Experience: One (1) year of the General Experience must have been as a Secretary 2 or its equivalent. 

 

Substitution Allowed: College training in the secretarial sciences may be substituted for the General Experience on the basis of 15 

semester hours equaling one-half (1/2) year of experience to a maximum of two (2) years. 

 

Note:  The filling of this position will be in accordance with reemployment, SEBAC, transfer, promotion and merit employment rules, if 

applicable.   

  

Application Instructions:  Interested and qualified candidates who meet the above requirements should submit a cover letter, a 

resume, and an Application for Employment to: 

 

EMAIL: CVH-RECRUIT@ct.gov 
FAX: (860) 262-5055 

Connecticut Valley Hospital 
Office of Human Resources ~ ATTN: Recruitment 

P.O. Box 351 ~ Middletown, CT 06457 
 

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 

The State of Connecticut is an equal opportunity/affirmative action employer and strongly encourages the applications of women, minorities, and 

persons with disabilities. NP-3 

mailto:CVH-RECRUIT@ct.gov

